
Workforce Timekeeper™ v7.0 

City of Houston 
New Employee Handbook 

Administration & Regulatory Affairs 
Payroll Services 

payroll@houstontx.gov 



The information in this document is subject to change without notice and should not be construed as a commitment 
by Kronos Incorporated. Kronos Incorporated assumes no responsibility for any errors that may appear in this 
manual. This document is for the use of the intended recipient, and it may not be reproduced in whole or in part or 
used for any other purpose than that for which it was provided without the prior written permission of Kronos 
Incorporated. Copyright, Kronos Incorporated or a related company, 2011. All rights reserved. 
Altitude, Cambridge Clock, CardSaver, Datakeeper, Datakeeper Central, eForce, Gatekeeper, Gatekeeper Central, 
Imagekeeper, Jobkeeper Central, Keep.Trac, Kronos, Kronos Touch ID, the Kronos logo, My Genies, PeoplePlanner, 
PeoplePlanner & Design, Schedule Manager & Design, ShopTrac, ShopTrac Pro, StarComm, StarPort, StarSaver, 
StarTimer, TeleTime, Timekeeper, Timekeeper Central, TimeMaker, Visionware, Workforce Accruals, Workforce 
Central, Workforce Decisions, Workforce Express, Workforce Genie, and Workforce TeleTime are registered 
trademarks of Kronos Incorporated or a related company. Altitude Dream, Altitude Pairing, Altitude PBS, Comm.Mgr, 
CommLink, DKC/Datalink, FasTrack, HR and Payroll Answerforce, HyperFind, Improving the Performance of People 
and Business, Kronos 4500, Kronos 4500 Touch ID, Kronos e-Central, Kronos KnowledgePass, KronosWorks, KVC 
On Demand, Labor Plus, Momentum, Momentum Essentials, Momentum Online, Schedule Assistant, Smart 
Scheduler, Smart View, StartLabor, Start Quality, Start WIP, Starter Series, Timekeeper Decisions, Timekeeper Web, 
VisionPlus, Winstar Elite, WIP Plus, Workforce Activities, Workforce Attendance, Workforce Connect, Workforce 
Employee, Workforce HR, Workforce Leave, Workforce Manager, Workforce Mobile, Workforce MobileTime, 
Workforce Payroll, Workforce Record Manager, Workforce Recruiter, Workforce Scheduler, Workforce Scheduler  
with Optimization, Workforce Smart Scheduler, Workforce Tax Filing, Workforce Timekeeper, Workforce Analytics, 
Workforce Acquisition, Workforce View, Workforce Absence Manager, Workforce Device Manager, Workforce 
Integration Manager, Workforce Forecast Manager and Workforce Operations Planner are trademarks of Kronos 
Incorporated or a related company. 
 

IBM,  eServer,  and  iSeries  are  trademarks  of  International  Business  Machines  Corporation.  StandardsPro®  is  a 
registered trademark of H.B. Maynard and Company, Inc. All other product and company names mentioned are for 
identification purposes only, and may be trademarks of their respective owners. 
When using and applying the information generated by Kronos products, customers should ensure that they comply 
with the applicable requirements of federal and state law, such as the Fair Labor Standards Act. Nothing in this Guide 
shall be construed as an assurance or guaranty that Kronos products comply with any such laws. 
 

These training materials are provided with the understanding that Kronos is not engaged in the business of rendering 
reader-specific legal, accounting, or regulatory compliance advice. If legal, accounting or other regulatory compliance 
consulting services are required, the services of an attorney, certified public accountant or other qualified 
professional, with full knowledge of your organization’s particular operations, circumstances and policies, should be 
sought. Examples provided in these materials are for general educational purposes only. Readers are encouraged to 
consult with appropriate professional advisors concerning their individual circumstances before making decisions 
affecting their business operations. Last updated October 1, 2010. 
 

Kronos KnowledgePass™ subscription is designed to be your pre-training, post-training, 
and refresher skills destination. Kronos KnowledgePass contains tutorials, learning 
snippets, job aids, and much more to support the training you receive from Kronos-certified 
instructors. Kronos KnowledgePass education support materials stream right to your 
desktop and are all available 24/7. 

 
To find out if your organization subscribes to Kronos KnowledgePass, speak to the 
individual responsible for the Kronos solution at your organization. If you are not a 
subscriber and you are interested in Kronos KnowledgePass, please give us a call at 
888 293 5549. 

Document Revision Product Version Release Date 

A Workforce Timekeeper™ v6.1 January 2011 

B Workforce Timekeeper v7.0  May 2015 



1 

Ta
b

le
 o

f 
C

o
n

te
n

ts
 

Getting Started     2 

Logging On  2 

Logging Off  3 

Navigating Kronos Pages  5 

Time Stamping    6 

Recording Punches using Time Stamp   6 

Recording a Transfer   9 

Viewing Your Timecard and Schedule  11 

Historical Edits  14 

Additional Tasks   15 

Generating My Reports  15 

Requesting Time Off  18 

Employee Self Service  20 



Getting Started 

2 

 
Logging On 
 
Purpose 
The Kronos log on page provides access to all the features where you to perform your time 
and attendance tasks. 
 
Example 
You, as a time stamp employee, log on to the Kronos application to work with and review your 
timecard, schedule, attendance, and time off request data. 
 

Note 
Users will log in using their City of Houston log on credentials. 

Steps 

1 Access the Kronos log on page. 

2 Enter your user name and password in their designated fields. 

3 Click the Log On button or press the Enter key on the keyboard. 
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Logging Off 
 
Purpose 
The application’s security prevents other people from logging on to access  
or modify your information. Logging off and inactivity timeouts are  
security measures to keep your information secure after you’ve logged on. 
 
Logging off Kronos 
Upon completion of your tasks, you must log off the application to ensure 
that your employees’ information is kept confidential. 
 
Regaining access after the inactivity timeout 
Inactivity timeout protects sensitive information in the application. If the  
application does not detect activity within a specific amount of time, it 
automatically logs you off. To regain access to the application, you must  
re-enter your password in the inactivity timeout screen. When you regain  
access, the application restores the last page you were viewing. 
 

 
Caution 
Clicking the Close (X) button without first logging off might leave your connection to the 
application open, which might allow unauthorized people to view and edit information. If 
you do not log in after an inactivity timeout, you will lose all unsaved edits.  
 
Note 
The inactivity timeout screen appears if there is no activity in Kronos for 30 minutes. 
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Purpose 
Kronos pages include two main areas: the banner area and the workspace. The workspace reflects 
the selection you make in the banner. 
 

The key areas of Kronos pages 
 

Tip 
Above the banner are Microsoft navigation tools. Kronos provides the tools and icons that you 
use while in the application; therefore, you should avoid using any others. 

Related  
Items  
Pane 

Primary  
Widget  

Area 

Secondary  
Widget  

Area 
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Recording Punches using Time Stamp 
 
Purpose 
Time stamp is the entry method that you use to log your time at a PC using the web 
browser. Time stamping creates punches that identify the time you work.  
 
Example 
You are getting ready to start your work day. You log into Kronos to record a time stamp. 
 

Steps 

1 
Click Record Time Stamp located in the Timestamp widget. After you click 
Record Timestamp you should immediately be able to see your time. 



Recording a Transfer 

 

Purpose 
Each employee is assigned a primary labor account. During the normal workday, 
all worked and non- worked hours are charged to this assigned labor account. 
Occasionally, you may need to transfer your hours to another labor account so that 
the right labor account is charged. 
 
Example 
You are about to begin an eight hour shift in a specific Internal Order, which is not 
your primary assignment. Upon starting work, record the transfer to ensure that 
your time is allocated to the correct Internal Order. 
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Steps 

1 Log on to Kronos and access Time Stamp. 

2 Click in the Transfers field. Recently selected labor levels and work rules 
automatically appear in the Transfers drop- down list. 
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Purpose 
You can review your timecard for accuracy. You can also e-mail or print your timecards.  
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Example 

You would like to review and/or approve your timecard data prior to your 

Timekeeper/Supervisor applying approval. Access your timecard and review the 

timecard information.   

NOTE: THIS IS NOT MANDATORY. It is at the Departments discretion to allow 

their employees to approve their own timecard. 

Timecard Area Description 

Timecard Tabs Located at the bottom of the page, the timecard tabs display 
additional information about how Kronos tracks employee hours: 

• Totals– Displays timecard totals on the left and the schedule 
for the selected time period on the right 

• Accruals – Displays accrual codes and available balances based 
on the date selected in the timecard workspace 
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1. Click on COH Navigator Timecard 

2. Next, click More > Approve 
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Steps 
2 Click on the drop-down list located in Current Pay Period to select the time 

period you would like to view, then click Refresh. 
3 • To view Totals and Accrual Balances,  

 click the Accruals tab at the bottom of the screen. 
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Purpose 
Kronos provides reports in easy-to-read formats that help you review time and 
attendance information that is meaningful to you. You can generate three different 
types of reports: Schedule, Time Detail, & Accruals Balances and Projections. 
 
Example 
You want to review your time attendance information. Generate the Time Detail  
report. 
 

Steps 
1 Go to your Related Items Pane > My Reports. 

2 Select a  Report by clicking on it. 
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3 Select the specific time period from the drop-
down list. 

4 Click View Report. 

5 To return to the Available Reports screen, click 
Return. 
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The following illustration shows the Time Detail report: 

© 2011, Kronos Incorporated or a related company. All rights reserved. 
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Click Return to access your other reports. 
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Purpose 
The Time Off Request form provides a consistent, easily accessible way to request 
time off or retract a time off request. Workforce Timekeeper forwards your requests 
to your manager. 
 
Example 
You would like to take eight hours of vacation Friday of the next pay period. 
Complete a time off request for eight hours of vacation. 
 

Steps 
1 

2 
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Steps 

3 From 

4 Enter the Start Date and the End Date for the time off request. 

5 (Optional) Enter additional information in the Notes field. 

6 Select the option to either enter specific hours for the request or to use hours 
assigned from schedule. 

7 If the specify hours option is selected in Step 6, enter a Start Time and the 
Hours Per Day. Then select the option to either consider the day as Full-day, 
Half-day or hours. 

8 Click Next. 

9 Click Save & Close. 
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Purpose 
You can access the City of Houston Employee Self Service (ESS) portal via the My Links tab. 
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City of Houston ESS Portal 











ESS – Employee Self Service 
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